Job Description
Title: High School Secretary - 12 Month
Reportsto: Building Principal

General Summary:  Assistsin the smooth and efficient operation of the senior high school office by performing
ncluding
etters, evaluation documents, activity schedules, athletic rosters, and handbooks. (45%)



Special Requirements:

................... Occasional Frequent Constant
................... 1-32% 33 - 66% 67% +

1 Standing e, X

2. waking . X

3 SIING e+ e X

4, Lifting HESSION 1 o] 1(7- ) O X

5. Carrying 50 feet ........ X

6. Pushing / Pulling............... X

7. Climbing / Balancing........ X

8. Stooping / Kneeling / Crouching / Crawling .............. X

9. Reaching / Handling......... X



